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Reduction m’*ﬁsbulumng Machine Requirements

1. As & result of the contimued coopermtion of |
we have been sble to make certain revisions in the Vital Heterials
operating procedure that have substantielly reduced the tabulating
mechine work at the repositery. A few of the miﬁiem which have

been impemented follow:

a. Change in Fregquency of Running Avellsbility Reglster from
-Monthly to Quarteriy.

This eliminates the machine time reguired to integrate
monthly additions into the master file. During 1957
this meant integrating san average of 3,1’%& cards into
58,074 each month.

By running & supplementa) listing each momth, of only
those cards for documents that have been recelived for
that month, we will still be providing current informmtion
nonthly.

At the end of the second month, the first and second
‘montha cards will be interfiled and a new supplemental
listing run.

At the end of the third month, the third month'z caxds
will be interfiled with the combined first two month's
deck and then integrated with the master file (presently
53,074 cards). This will provide s complete listing,

each gquarter, and monthly supplemental lists for
operational use of repository personnel or for svallability
in $ime of emsrgency.

This resulted in the following snmuel paper savings:
tnder old system we limted 696,648 cards anmuelly.
Under this new system we will list 232,216 cards; an

annual rveduction in listing of L6k, B32 cerds rasulting
in & savings of 14,513 pages of Form 60.
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Discontinuous of Punching Tab Cards for and listing of,
Hon-CIA Cabies.

In lieu of the old system of typing s transeript sheet,
punching & Tsb Card and listing ell “P8" and "S8" ombles,
a form was designed on vhich the repository will insert
each cable envelope nurber as received. With s minloum
of time and effort, one plece of peper (8" x 10i} will
record all cables for a month,

This change eliminates the necessity for panching
approximately 2,500 tab cards and listing 78 pages of.
Form 60, snnually.

EL
Pul

With the designing of & 5° x 8 card that can be used
£0 record all HIS deposited ab the repository,
spproximately 1k0 cards, we can control the recelpt of
all NIS Chapters, sections and supplements.

The adoption of this 5° x 8" card system eliminstes the
peed for recording each incoming KIS on s trenseript
sheet, punching a tab card and listing the entire His
holdings esch month on the Avallability Register. This
elimingtes, enmally, the llsting of 27,264 cards and the
uge of 852 pages of Form 60.

Discontimsnce of Listing JANIS Collection on Availsbllity

Reglstexr.

As there will be no further sdditions to this coliection
we have discontimed listing the Teb carda that reflsct
sach JANIS presently on deposit.

Thig eliminates anmually, the listing of 3,456 cards end
108 peges of Form 60,

Discont

This eliminstes snmually, the listing of 13,776 tab cards
and 336 pages of Form 60.
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2, Ae & result of these sctions, the mwaimrgsm mmtinued
Iisting 511,428 tab cerds, annually, thus seving 13,9097 peges of
Forn 50 [ Availebility Register),

' 3 is o : siates the splendid cooperaticn it hes
ramiwal kd is pleased with the progress that ls
being mede on this review.

Mgt/S/ (7T Mar '58)
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